
OFFICE Of THE SECRETARY OF =ATE 
DEPARTMENT OF ARCHIVES AN0 HISTOR' 

RECOROS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCflONS: See Publication No. 76-RM-1 for instructions on completini this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
Attonlion: Sdrduling Section. 

CORAO~NCYUBE 
4pplication oia  

1. Agency Address FOR RECORDS MANAGEMENT USE 
Department  o f  Human R e s o u r c e s  Application Number 

June  25,  1976 

DHR- 79  
4ppliwtion Number 

a. 
b. 

IBI Estabiim Retention Schedule; record will continue to  accumulate. 
0 Dispose of mesent accumulation; no further accumulation anticipated. 

_I 

Division of A d m i n i s t r a t i o n  7 b -  L L I  
P a t i e n t  Accounts U n i t  
47 T r i n i t y  Avenue ,  Rm 318-H Date Receivd- Dam Completed 

A t l a n t a ,  Ga. 9UN 2 8 1976 I - 6 1976 

c. 0 Amend Avplication No. Checkone: l.3 Change; 0 Supercede; U Void 
0. Dms of Series I 5. Records Series Tide (followed by rir/e used in office; if different) 
Earliest Latest 

1972 Present P a t i e n t  Accounts-Bedicsid Reimbursement  R e p o r t  F i l e s  
I 

h Diviiion end Office Function 

T h e  Division o f  A d m i n i s t r a t i o n  i s  responsible for p r o v i d i n g  a d m i n i s t r a t i v e  s u p p o r t  t o  the 
Department .  T h i s  i n c l u d e s  g e n e r a l  a c c o u n t i n g  services; b u d g e t  deve lopmen t  and management; 
genera l  s u p p o r t  services; d a t a  processing and management i n f o r m a t i o n  s y s t e m s :  p a t i e n t  account 
services; and p e r s o n n e l  services. 

The  P a t i e n t  A c c o u n t s  U n i t  i s  r e s p o n s i b l e  for a c t i v e l y  i n v e s t i g a t i n g  e a c h  p a t i e n t ' s  a b i l i t y  
t o  pay  upon e n t e r i n g  a n y  S t a t e  h o s p i t a l :  a p p l i e s  and collects for cost o f  c a r e  f r o m  h o s p i t a l .  
T h i s  o f f i c e  a l s o  receives Med icare  i n s u r a n c e ,  Medicaid  checks, p e r s o n a l  net  income or other 
benefits and a p p l i e s  ' t h e m  t o  i n d i v i d u a l  a c c o u n t s ,  checking t o  be s u r e  there is no overpayment  

What is the function of the Division and the Office in which this record series IS created? 

?. Record Sebrks Description This file contains the following documenta (include form numbers and titles, if any): 
Attach samples of the file. 

w m e n t s  relating to: m c u m e n t s  r e l a t i n g  t o  
re imbursed  to the S t a t e  for services rendered t o  Medicaid  clients r e s i d i n g  i n  S t a t e  
Ins ti t u  tions. 
lnclu&d are: computer  p r i n t o u t s  i d e n t i f y i n g  P a t i e n t  Account #, b i l l i n g  month ,  p a t i e n t  name 

and d e s c r i p t i o n ,  social s e c u r i t y  #, c o u n t y  # and b a l a n c e  for  services due ;  check copy  o f  
f u n d s  r e i m b u r s e d  t o  the S t a t e ;  c o p i e s  o f  v o u c h e r s  i d e n t i f y i n g  i n s t i t u t i o n ,  r e c i p i e n t s  o f  
Medicaid  f u n d s  and r e l a t e d  i n f o r m a t i o n .  

_ _  -Ve@&&- &e r e c e i p t  o f  Med ica id  f u n d s  

File is arranged: c h r o n o l o g i c a l l y  b y  y e a r  t h e r e u n d e r  a l p h a b e t i c a l l y  b y  i n s t i t u t i o n .  

How often are records referred to which are: 
I___- 

3. Monthly Rderena Rate 
One to six months old . Seven to twelve months old 5 ; Thirteen to twenty-four months old 2 
twenty-five months and older i ? -  

Lena4ire drawers YB 
- I- 

#. Annual Ran  of A G t n  I don of Records 
; Legalsize drawers ;Shelves : Other (specify) - 

n-oo-79; nw. 10 IOHI) 

- - 
~ - - ~ 



r(# 
X 7 
X 
1. Rmn 

NO 10, Quastlonnalra (Plan, an "X" in the w o w  column) . 
a. I6 this tha official copy of the series? ? . .  If n w  IS it? 
b. 0 0 0 6  the wries contain confidential information requiring security handling? If yes, cite law or regulation. 

X 

c Is this a vital record? 

a. When OM 01 two documents in the file make it necessary to keep the entire file for a long period, could these 

f. l s f i a i a ?  I f vcs. coov. - 

g. Is the information contained in th is  series ever analyzed and/or recorded in a summarized report7 

h. Is there e duplication of this series in your office, or in another office or agency? 

d. Doas th is  rries have historical or long term research value? - 
-rat&? 

Am-mc!~ cow. Financial fiqures inc luded  i n  P a t i e n t  Summarv L i s t i n g  

If Most mater ia l  d u p l i c a t e d  i n  I n s t i t u t i o n ' s  f i n a n c i a l  & f i s c a l  r e c o r d s  
? 

I 

AJnwbuw-? 
Ion Rqulremantr The following requires the series to be kept: 

a. Stata Law years. d. Audit period -years. 
b. Strttm of llmitatlon years. e. Administrative need 4 years. 
c. Fadral law years. f. Federal retention instructions years. 

Am& copy or e x w t  of laws or regulations. Explain administrative need. 

Based on p r e v i o u s  r e f e r e n c e  e x p e r i e n c e .  
-. 

-- - 
12, Appmvad Olspodtion Instructions This agency recommends that the file series be cut off r t h e  end of each: 

0 Calendar Year; 0 Fiscal Year: 0 Other 
- 

___ -_.then. 

year(d; then 1 

yearb); then 
a Hold in the current f i les area month($) 
0 Trrndr  to local holding area; hold 
Q Trandr to State Rmrds Center: hold 3 year(s); then 
Id Destroy. 
0 Trandr to Stata Archives for parmanent retention. 
0 0 t h  IS~ecifvJ 

i 

. .  

. .  
. .  

The= inifrunions apply to a l l  prior and future accumulations of the series. 

~ Date I Record6 Management Officer /Signaturej I Date 
I 

Stam Records Committea 
lecomrnendations in pra- 
rrph 12 are approved. 
If dimpproved, attach lemr 
f oxplmstion.) 


